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DEPARTMENT OF GENERAL SERVICES - Schedule No. 1¢67
RECORDS MANAGEMENT DIVISION Page pr
RECORDS RETENTION AND DISPOSAL SCHEDULE age , 2
. L — R —————
\. Agency Division/Unit
Secretary of State Division of State Documents
ftem Description Retention
No. This Schedule Supersedes Schedule 887
1 Maryland Register - Regulations Retain in DSD Office
Files contain manuscript of adopted, amended for 5 years, then
or repealed regulations to be published in the transfer to State
Maryland Register. Archives for permanent
Fetention under State
Covernment Article
§7-213(a)(2)
2 Maryland Régister - Other Documents Retain 1 year, then
Files contain manuscript of documents other destroy.
than regulations to be published in the Maryland
Register. These categories include: executive
orders, gubernatorial appointments, General
Assembly bill synopses, judicial rules
(proposed and adopted) from Court of Appeals,
Courts of Appeal hearing schedules, judicial
administrative orders or memoranda, Attorney
General opinions, State Ethics Commission
opinions, hearing and meeting notices as
submitted, and other documents as permitted by
law.
3 Maryland Contract Weekly Retain 1 year, then
Solicitation and award notices filed for destroy.
publication in the Maryland Contract Weekly.
4 Code of Maryland Regulations (COMAR) Retain 10 years, then
Correspondence, manuscript, and page proofs of Hestroy. Two (2) copies
COMAR publications. of COMAR and updates to
be sent to the State
Archives for permanent
' retention :
Schedule Approved by Department, Schedule Authorized by State Archivist
Agency, 4
lor Division Representa;tiv&s Date. IFEB 1 4 1ono ,
Date jl:\&l,‘ ) | L . g ; ) ( :
Signature %_QMXM C. _busple Signatut c'%
Typed Name_penwis & SetiNeere
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RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF GENERAL SERVICES -
RECORDS MANAGEMENT DIVISION

Schedule No. 1467

Page ) of 5

(Continuation Sheet)

[agency

Secretary of State

Divisio

Division of State Documents

n/Unit

Description

COMAR pamphlet orders
Correspondence, manuscript, and page proofs of
agency ordered pamphlet versions of COMAR.

General Correspondence - Incoming and Outgoing

Public subscription orders, invoices, and records;
agency orders, invoices, STARS reports.

Memoranda, directives, and other documents relating
to the administration of DSD.

Publication subscription records - electronic database

Retention

Retain 3 years, then
destroy.

Retain 10 years, then
destroy.

Retain 3 years, then
destroy.

Retain permanently-
Transfer periodically to
Maryland State Archives.

Retain active records;
delete or electronicall

archive cancelled T
records.
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NS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEDQ RECORD SERIES. FORWARD WITH RECOROS AETENTION
SCHEQULE (0GS 3501} :

DEPARTMENTIAGENCY
Secretary of State

' Pl St ~NKCH
F L ==

. .

DEPARTMENT OF GENERAL SERVICES
RECCADS MANAGEMENT DMSION

AGENCY RECCRDS INVENTORY

7274 WATEALOO ROAD )
PQ. 80X 275 - JESSUP. MARYLANG T4 Page l Gt

2. OIMIStON 3. UNIT

Division of State Documents

OERNITION . Records Serins - A group of related records normatly lled and ysed as 1 unit for referencs as well as retantan and disgosition purpetes.

4. RECORD SERIES TITLE

MARYLAND C<aISTER — KESULATIONS

5. EARLIEST YEAR ! LATETEST YEAR

1387 ro 1985

See DGS Form 550-1, Item 1.

8. RECORD SERIES DESCRIPTION ( Bnefly descnba the types of mfo:mauommmenisﬂam& founa in tha Sanes. include the purpesa of fynction of (ha Sanas)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
ﬂ/=.:e Drawer(s)
a Letter Size a Microfim G Alphabeticai a Microfilm Reet (s}
3 Comaouter Tape (5}
u/ Leqal Size o Computer Taps 7/ Numerrcat o Cther (Scecily)
Q Bound Beek a Floppy Disk o Chrorological Numper
k 2 Geograohical 10, ANNUAL ACCUMULATION
o Audo Tape O Viceo Tape 0gra e Drawe (8
: a Other (& a Mierofim Raef (3i
a Other (Specily) er (Specdy) o Comouter Tsoels]
,’ g Cther (Specily)
. Numter
11, FILE I8 USED 12. FILE BECOMES INACTIVE AFTER QEQULATIONS ARE RDO eTeD
" Oaly a Weekly a Monthly : O Month(s) a  Year(s)

Numbes

13. CURRENT LOCATION(S} (Bldg., Floar, Room)

11 Bladen St.

14, |S RECORD SERIES DUPLICATED ELSEWHERE? (it yes. specty agency of oftics)

0 Yes q(NO

15. AGRESS RESTRICTIONS (If yes, cte faw(s) & requlation(s)

o Yes B/No

18. AUDIT REQUIREMENTS

e/ None

g State o Feceral” o independent

17. 1S AN INDEX SYSTEM USED? (If yes, expiain pretly and
dedcrive any hardware/software)

a Yes JNO

| .

13, RECOMMENDED RETENTION

5 yenrs

w2, NAME AND TITLE QF PREPARER
Dennis Schnepfe Asst Admin

20. TELEPHONE NUMBER 21. DATE

974~2486

e 13,1993

CGS 5504 (Revised 493}

Py o g,
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N§ - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECCADA INVENTORY 1
SVISEQ RECQRO SERIES. FORWARD WATH RECOROS RETENTION © RECORDS MANAGEMENT OMSION
CHEQULE (OGS 350-1) : 7174 WATEALOO ROAD ' 9
' PO, BOX 273 - JESIUP, MARYLANO 20784 Page .2
DEPARTMENT/AGENGY 2. DIVISION 3. uNIT
Secretary of State Division of State Documents

DEFINITION - Records Sarlss - A group of ralated records normatly filed snd used ar 2 unit for reference xs woll as retentden and dlsgosidon purpasaee,

4. RECORO SERIES TITLE ' 5. EARLIEST YEAR / LATETEST YEAR
MARY(AND RECISTER ~ OTHER DotumenTs 983 101935

8. RECQRD SERIES OESCRIPTION ( Bnafly descrice the types of a\fo:ma(ion/documemslmm{s founa n tha Senes, incluce (he pummasa o function of tha Sanes)

See DGS Form 550-1, Item 2

’
© v s

7. RECORD SERIES FORMATS) 8, RECORD SERIE3 SEQUENCE 9. YOLUME
Filg Otawer(s) '
O Letter Size o Microfilm G Alghabetical a Microfiim Rael (s} ’
Q@ Computar Tape (5)
¥ Laqal Size a Camguter Tags v/ Numencai ” a Other (Specy) .
a Sound Bock ’ o Floppy Disk o Chronglogical Numper
: 0 Geograohical 10. ANNUAL ACCUMULATION
o Audo Tape O Viceo Tape 20 e Drawsr (8)
3 ther (S ' a Microfim Reel (8
a Other {Specly) o Other (Specdy) a Computet Tooels
T Qther (Specify)
Z
. Numter
11. FILE I3 USED A 12. FiLE BECOMES INACTIVE AFTER ?qBLlCATlOIJ
o Daly o Weekly a  Monthly : ' 8 Monthtsy O Years)
Numbes
13, CURRENT LOCATION(S) (Bidg., Floar, Raom) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. scecty agency of office)
. No
11 Bladen St. a Y %

15. ACCESS RESTRICTIONS (f yes, cte law(s) & requistion(s) | 18. AUDIT REQUIREMENTS

a Yes v Ne « None o Stete o Federal’ G Independsnt

17. 1S AN INDEX SYSTEM USED? (If yes, axpiain onetly and 18. RECOMMENDEQ RETENTION .
descrive any hardwarefsoftware)

EAR
. a VYes “NO . l y
19 NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 1. DATE
Dennis Schnepfe, Asst Admin 974-2486 —Jung 13,1993

CG3 5504 (Revisaq 33)
- . -25 -

\J
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\NSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECOROS RETENTION
SCHEDULE (OGS %30-1) :

Pt QI Ie s NS

" ——

4l TRISTS

—emt—

DEPARTMENT OP GENERAL SERVICES
© RECCADS MANAGEMENT OMSICN

AGENCY RECCROY INVENTORY

7274 WATERLOO ROAD

PO, 80X 273 - JESSUP, KARYLAND 20734 Page __S a 9
OEPARTMENTIAGENGY 2 OMISION 3. uNIT
Secretary of State Division of State Documents

OEFINITION - Records Sarins - A group of raiated records notmally filed and ysed su & unit for rsfecencs as well as retantion and disposition purpesas,

]

4. RECORD SERIES TITLE

Mﬂ&ymnm CoNTRAST WEE I(L)/

3. EARLIEST YEAR / LATETEST YEAR

(333 ro_(%9s

See DGS Form 550-1, Item 3

8. RECORD SERIES DESCRIPTION ( 8nefly descnba the types cf mlumauorvdocumemsﬂonn's found 1 tra Senes. inciuge the purpesa of function of tha Sanes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 3. VOLUME
/:.le Drawer(3)
a Letter $ke o Mierofilm G Alphabetical O Microfilm Reel {3)
QO Comouter Taps (s)
/ Legal Size o Computer Tape w/ Numescat a Cther (Speciy)
S B
a Sound Bock a Floppy Disk O Chrcrologeal Number
, 2 Geocraohical 10. ANNUAL ACCUMULATION
o Audio Tape o Viceo Tape 20gaoh e Drawer (6]
; e o Micrafilm Ruel {si
a Qther {Specity) g Other (Specidy) o Computer Taoels)
© Olher (Specify)
NS
. Numger
11. FILE IS USED 12 FILE BEGOMES INACTIVE AFTER PURLICATION
o« oaiy o Waekly a Montny ' 0 Month(sy ©  Year(s)

Numbers

13, CURRENT LOCATION(S) (Bldg., Flaor, Room)

14, |$ REGORD SERIES DUPLICATED ELSEWHERE? (it yes. sgecdy agency or office)

’ No
11 Bladen St. o Yes -
15, ACCESS RESTRICTIONS (If yes, ctte faw(s) & regulation(s) 18. AUDLT REQUIREMENTS
-0 Yes 0/ Ne e/ None a State a Feceral’ ¢ indepencent

17. 1S AN INDEX SYSTEM USED? (f yes, axplain pnetly and
dedcriva any harQware/soRware)
n/ No

Q VYaes

18. RECOMMENDED RETENTION

| YERR

s, NAME AND TITLE OF PREPARER

Dennis Schnepfe aAsst Admin

20. TELEPHONE NUMBER 21, DATE

974-2486 Tune 13,1905

0C3 5504 (Rawised 93}

-
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\NSTRYGTIQNS  TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEQULE {0G3 $0+1) .

b,

DEPARTMENTIAGENCY
Secretary of State

o ecoene | o
DEPARTMENT OF GENERAL SERVICES AGENCY RECCROE (NVENTORY

7273 WATERLOO ROAD

RECCROS MANAGEMENT OMSION
PO. 80X 278 - JESSUP. MARYLAND 20784 Page 4 ct 9

2. DIVISION 2 uNIT

Division of State Docurrients

DEFINITION . Records Seriss - A group of related records normatly flled and used a3 & unit for refersncs as wall s retenton and disposition purposes,

4. RECORD SERIES TITLE

Coo€ OF Mﬂe\/ml\m REGULATIONS

3. EARLIEST YEAR / LATETEST YEAR
197¢ 101335

See DGS Form 550-1, Item 4

8. RECORD SERIES DESCRIPTION ( Snafly descrica the types of mfo:mauor:ldocumems/!arrﬁ§ founa n tha Senes, include the Jumesa of functica of the Sanas)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. YOLUME

Q Fie Drawer(s)

a Letter Size Q Mierofiim QG Alphabetical a Microfilm Reel (s}
- 3 Comouter Tape (s)
« Leqal Size a Computer Taps a Numercai ,, < & Other (Sgecty) 0
a 8ound 8cck a Floppy Disk 0/ Chronglogieat Numper
: 0O Gaograohical 10, ANNUAL ACCUMULATION
O Audpo Tape O VYiceo Tape 20630 il Drewer (5)
; a Other (& a Mierofim Reef (si
0 Other (Specify) Other (Specdy) o Computer Taoels]
@ Other (Specty) _SOXES
. Numger
11. FILE IS USED 12, AILE BECOMES INACTIVE AFTER ?uBL(CAT‘lOR)
O Oaly Q Weekly a Monty : o Month(sy | ©  Year(s)

Number

13, CURRENT LOCATION(S) (Bldg., Floot, Room)

14. IS REGORD SERIES OUPLICATED ELSEWHERE? (it yes. specty agency of office)

No
11 Bladen St. a Yes %
15. ACCESS RESTRICTIONS {If yes, cite law(s) & reguiaton(s) | 18. AUDIT REQUIREMENTS
‘G Yes No t/ Nene o State O Federai’ o independent
7. 1S AN INDEX SYSTEM USED? (If yes, expian orerly and 18, RECOMMENDED RETENTION
dedcnba any hardware/sofware) A
16 YERRS
. a VYes J No Y
». NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Dennis Schnepfe Asst Admin 974-2486 Iung 13 1905

OGS 5504 (Rewseg VS3)
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DEPARTMENTIAGENGY
Secretary of State

N§ ~ TYPE OR PRINT A SEPARATE FORM FOR CACH NEW
REVISED RECORD SERIES. FORWARD WITH RECOROS RETENTION

DEPARTMENT OF GENERAL SERVICES

AGENCY RECSRQS INVENTORY
RECOARDS MANAGEMENT OIMISICN

7274 WATERLOO ROAQ 9
PO, BOX 273 - JESSUP. MARYLAND 20734 Page 5 ot

2 DIVISION 3. umt
Division of State Docuxr*ents

DEFINITION - Records Sariss . A group of ralated records normally flled and used a3 2 unit for reference as well a3 retendon and disgosian purpotas.

4, RECORD SERIES TITLE
CoMAR PAMPHLET ORDERS

5. EARLIEST YEAR / LATETEST YEAR

1390 ro1N95

See DGS Form 550-1, Item §

8. RECORD SERIES DESCRIPTION ( Snefly descrta tha lypes of m!o:ma(ionldocumemsﬂarm:s founa i the Sénes. include the purposa or funclion of he Senes)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES 3EQUENCE 9. VOLUMKE
I/ Fite Otawer(s)
a Letter Sz a Microfilm G Alghabetical a Microfim Reet (s}
@ Computer Taps (s)
l/ Legal Size o Computer Tage o Numencat 7 a Qther (Sgeciy)
a Bound Bock a Floppy Diek v/ Chronologwcat Numoer
a G hical 10. ANNUAL ACCUMULATION
O Audio Tape O Viceo Tape 2030 Eie Drawer (8)
. Other (& o Microfilm Reel (s
Q Qther (Specity) a et (Specify) B Compuiet Topefs)
O Cther (Specfy} .
N Numter
11. FILE I8 USED 12. FILE BEGOMES INACTIVE AFTER PUBLICATIO )
o Oady fe] Weekly aQ Monthly f c Month(3) Q Yoar(s)

Numbes

13, CURRENT LOCATION(S) (Bidg., Floor, Reom)

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specdy agency of office)

No
11 Bladen St. o Yes %
15. ACCESS RESTRICTIONS (i yes, cite law(s) & regulabion(s) 18. AUDIY REQUIREMENTS
-G Yes n/ No m/ None a Stete o Federal G Indepencent

17. 1S AN (NDEX SYSTEM USED? (If yes, axpian oretly and
descrbs any hardware/software)
7 N

a VYes

18, RECOMMENDED RETENTION

3 \/cﬂ'ras

. NAME AND TITLE OF PREPARER
Dennis Schnepfe Asst Admin

20. TELEPHONE KUMBER 21. DATE

974-2486 Lune 13,1993

CGS 5504 (Rewisag 193)
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{YSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECSRQS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECOROS RETENTION © RECORDS MANAGEMENT OMSION ]
SCHEQULE (OGS 3501} : 7273 WATEALOO ROAD 9 ;
) PQ, 80X 275 - JESSUP, MARYLAND 2074 Page __ G Gt §
S S S| |
, !
OEPARTMENT/AGENCY 2 OIVISION 1 uNiT
Secretary of State Division of State Documents

DEFINITION . Records Sariss . A graup of related records normaily flled and used as & uait for refarence as well 23 retentan and dlagosition gurpasaes.

4, RECGORD SERIES NITLE 3. EARLIEST YEAR r LATETEST YEAR
GENERAL CoRRES PONDENCE 1974 1o 1345

8. RECORD SERIES DESCRIPTION ( Snefly descnke the types of m!o:mauon/documemwanﬁs found in thae 3anes. include ine surcese of function of the Senes)

See DGS Form 550-1, Item &

7. RECORD SERIES FORMAT(S) 8. AECORD SERIE3 SEQUENCE 9, YOLUME
4 Filg Drawer(s)
a Letter Sze o Microfiim o« Aghanetical o Micrafilm Reel (s}
i o Computer Tage (s)
/ Leqgat Size o Computer Tags o Numercat au Qo Other (Seeaify) .
a Secund Beek a Flopoy Oisk O Chronglogicat Numoer
. 0 Geogizohical 10. ANNUAL ACCUMULATION
G Audo Tape O Viceo Tape 20G30N File Drawer (8]
; a Other (& a Microfim Reel (3}
a Other {Sgecily) et (Speciy) o Computar Topels!
o Other (Specify)
. Number
11. FILE IS USED A 12. FILE BECOMES INACTIVE AFTER
o Oaly O Weekly & Monthly __AJ,[B___ ’ O Monihsy O  Years)
Numbes
13. CURRENT LOCATION(S) (Blag., Floar, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWMERE? (If yes. scecty agancy or office)
No
11 Bladen St. o Yes %

15, AGLESS RESTRICTIONS {If yes, cite faw(s) & regulation(s) 18. AUDIT REQUIREMENTS

Q Yes 5/ No n/ Nane o State o Fecarai’ < Independent

17. 1S AN INDEX SYSTEM USED? (If yes, explan brefly and 18, RECOMMENDED RETENTION
dugcriva any hardwarefsoftware}

0 YEARS
L' 9 VYes, J No . ‘ Y
i NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Dennis Schnepfe Asst Admin 974-2486 hme 131995

CES 5504 (Reviseg 193)
- - - 25 -

-
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Ng - TYPE OR PRINT A SEPARATE FORM FOR BACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECSROY INVENTORY

EVISED RECORD SERIES. FORWARD WITH RECOROS RETENTION RECCADS MANAGEMENT OMISION
CHREQULE (OGS 50-1) ‘ 7274 WATERLOO ROAQ ) 9

) PO. 80X 273 - JESSUP. MARYLAND 20784 Page T Gt

DEPARTMENT/IAGENCY 2 DIVISION 3. umIT
Secretary of State Division of State Documents

DEFINITION . Records Sariss . A group of reisted records normatly filed and used a3 & unit for referencs as
4, RECORD SERIES TITLE

SUBSCR1FTIoN NEoRATION

well as retention and disposition purposas.

5. EARLIEST YEAR 7 LATETEST YEAR
193S 101995

Fa. RECORD SERIES DESCRIPTION ( Snefly describa the types of mformation/documentsifarms founa in tha Senes. include the purposa of funcuion of the Senas)

See DGS Form 550-1, Item 7

7. RECORD SERIES FORMAT(S) 3. RECORD SERIES SEQUENGE 9. YOLUME
Fie Drawer(s)
a letter Size o Micrefim G Alhabetical o Microfilm Reef (s)
’-\ 2 Comoutar Tape (8)
« Legal Size g Computer Tape 0 Numencat 25 a Qther (Specity)
o Seound Boek o Floppy Disk & Chrerologieal Number
: a G ical 10. ANNUAL ACCUMULATION
O Audio Tape O Viceo Tape 0g30N o File Drawer (3)
) a o Mierofiim Radl (31
a Other (Specify) g Othet (Specify} o Computet Topels)
o Other (Specty)
. Numger
11. FILE IS USED o 12. FILE BECOMES INACTIVE AFTER Ry menNT
o Daly D Weekly o Montrly . ' G Momh(sy © Yeasls)
Number
13, CURRENT LOCATION(S) (Bldg., Floor, Raom) 14. 1§ RECORD SERIES DUPLICATED ELSEWHERE? (if yes. sgecty agency of office)
' No
.11 Bladen St. o Yes %

18, ACSESS RESTRICTIONS (I yes, cite law(s) & reguiation(s) 18. AUDIT REQUIREMENTS

Q Yes « No a None ¥ State o Federal® C  independant

17. IS AN INDEX SYSTEM USED? (f yes. expiamn puefly and 18. RECOMMENDED RETENTION
descrios any hardware/software)

3 YEARS -
. a VYes J No Y
9. NAME AND TITLE OF PREPARER 20. TELEPMONE NUMBER 21. OATE
Dennis Schnepfe Asst Admin 974-2486 Tune 131005
DG3 5504 (Revisad 193}
- - - 95 -
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|SIRUCTIONE - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES
SVISE0 RECQRO SERIES. FORWARD WATH RECORQS RETENTION RECCADS MANAGEMENT OMMISION

CHEQULE (DGS 350-1) 7174 WATERLOO ROAD

AGENCY RECORDY INVENTORY

PO, 80X 273.- JESSUP. MARYLAND 20784 Page 3 Gt 9

L e e e e ——
QEPARTMENTIAGENCY 2 DMSIoN 3 uNiT

Secretary of State Division of State Documents

DEFINITION - Records Sariss - A group of reisted records narmatly filed and used av ¢ unit far refecencs as wall as retanticn and dlsposition purpases.

4, RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

fME MoRANDA 1934 101998

RECORD SERIES DESCRIPTION ( Snefly descniba the types of nifocma\ion/documenislfom{s founa n the Senes. incluce (he Jurpese of function of tha Senas)

See DGS Form 550-1, Item 9

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 3. VOLUME
=da Orawer(s)
Q Letter Se C Microfim Q Alphanetical 0 Microfim Reel (3)
0 Computsr Tape (s)
o Leqal Size a Computer Tage o Numencai 25 a Other (Scecdy)
o 8ound Beek a Flopoy Disk n/ Chronglogeeat Numper
, I o Geosraohica 10, ANNUAL ACCUMULATION
9 Hudo Tine o Yieo Taee o & Filg Drawer (s)
(Spec O Other (Specty) _ a Mucrofim Rael (si
@ Oter Spechy (Spect 0 Computer Tope{a}
Q Other (Specify)
. Numcer
#1. FILE IS USED A 12. FILE BEGOMES INACTIVE AFTER
g Oaiy o \Weekly & Monthly _._ﬁ,.[ﬁ___ ‘ O Month(sy @  Yeasts)
Numbes
13. CURRENT LOCATIGN(S) (Bldg., Flaor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (it yes. sgecty agancy or cffice)
‘ ' No
11 Bladen St. G Yes %
185, ACGESS RESTRICTIONS (if yes, cte law(s) ,&_ regulation(s) 18. AUDIT REQUIREMENTS
‘D Yes J No J None a State 0 Feceral” O Independant
17. 1S AN INDEX SYSTEM USED? (f yes, axpian bnetly and 18, RECOMMENDED RETENTION
descripe any herdware/software) -
ERMANENT
. Qo VYes { Ne . V
1. NAME AND TITLE GF PREPARER 20, TELEPHONE NUMBER 1. DATE
Dennis Schnepfe, Asst Admin 974~2486 Iune 13,1908

CGS 3504 (Rewisad 1/93)

. -25 -
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N§ - TYPE OR PRINT A SEPARATE FORM FQR EACK NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEOULE (DGS 350-1) :

OEPARTMENTIAGENGY
Secretary of State

DEPARTMENT OF GENERAL SERVICES AGENCY RECOROY INVENTORY

RECCRDS MANAGEMENT OIMVISION

7274 WATERLGO ROAQ q
PO. 80X 273 - JESSUP, MARYLAND 20734 Page

o 9

g - |

2. QIMSION 3. UNIT

Division of State Documents

DEFINITION . Racords Sariss - A group of reiated records noemaily filed and uned av 8 unit for reference as well as retsntan and disposition purposas,

4. RECORD SERIES TITLE

SuB3IcRIPTIoN DATABASE

3, EARLIEST YEAR / LATETEST YEAR
10,  CURRENT

See DGS Form 550-1, Item 9

8. RECQRD SERIES DESCRIPTION ( Bnafly descrida tha types cf mfomation/decumentsifarms found n tha Zenes. include the surpasa or function of tne Senas)

7. RECQRO SERIES FQRMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O Fig Orawer(s)
Q Letter Sze Q Microfim G Alghapetical o Microfilm Rsel {3)
’-\ & Comouter Tape (s)
a legal Sige ﬁ/ Comguter Taps O Numencal a Other (Sgeciy)
_—l
g Bound Bock a Floppy Disk o Chronclogical Numper
2 Geograchica 10. ANNUAL ACCUMULATION
o Audo Tape O Viceo Tape 20630 ' S File Orawer (8]
; S DETAR ASE o Micrafilm Reel (3i
@ Qther (Speciy) I/Olher( e a Camputar Tape(s)
@ COther (Specify}
. Numbter
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
I/ Daty a Weekly a Monthly __M[ﬁ__ ' S Month(s} a  Year(s)

Numbes

13. CURRENT LOCAT!ON@) {Bidg., Floar, Raom}

14, 1S RECORD SERIES DUPLICATED ELSEWHERET (if yes, scecty agency or offics)

|

: No
11 Bladen St. o Yes %
45, ACCESS RESTRICTIONS {If yes, cite law(s) & reguiaton(s) | 18 AUDIT REQUIREMENTS
‘a/ Yes DSD PERSOMWEL c Ne & None o Slaie G Fecerai® o indepencant
17. 1S AN INDEX SYSTEM USED? (f yes, axpiam brerly and 18. RECOMMENDED RETENTION
descripe any hardwarefsofware)
o ves_SEARSN ARS a Ne CETAIN ACTIVE (ECoRkDy
es_SEARCHNARE
: DATARASE
1. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMBER 21. DATE
Dennis Schnepfe, Asst Admin 974-2486 Iime 13, 1005
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INSTRUCTIONS - Type or print 2 DEPARTMENT OF GENERAL SERVICES ELECTRONIC RECORDS INVENTORY
separate form for each new/revised RECORDS MANAGEMENT DIVISION
electronic record series. Forward with 7275 Waterloo Road, P.O. Box 275
Records Retention Schedule (DGS 550-1) Jessup, Maryland 20794 Page _1 of 1
COMAR 14.18.04 (410) 799-1930
1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT
Secretary of State Division of State Documents

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention
and disposition purposes.

4 ELECTRONIC RECORD SERIES TITLE ' 5 EARLIEST YEAR/LATEST YEAR
Subscriber database Currently onlyTO
6 INPUT - Identify source of information to be entered 7 OUTPUT - Identify use/s of information generated by system
Subscriber orders, cancellation, or change mailing labels, invoices

8 ELECTRONIC RECORD SERIES DESCRIPTION - Brefly describe the information/documents/forms
"~ contained in a series. Include purpose and function of the system.

Information such as name addt_'esé, and Ogroduc:t sold for subscribers to Division publicationg.
The information is used to mail the product, produce subsequent invoices, and respond
to subscriber inquiries.

9 POLICY ON ACCESS AND USE - Expiain or attach copy if established in writing.

Division personnel only

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updated daily in response to new orders, cancellations, and changes requested by
subscribers.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record’s retention and usability throughout the record’s authorized life cycle. :

Located at the Division office, 11 Bladen Street, Amnapolis. Computer hardware and
software is being upgraded. Consequently, Form 550-6A will not be completed at this time.

12 RECOMMENDED RETENTION

Active records are retained permanently. Cancelled records are purged daily or retained

on inactive status -
13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER
Dennis Schnepfe 974-2486 6/14/95
16 TITLE OF PREPARER FOR PERMANENT RECORDS COMPLETE ALSO
DGS 550-6A
Assistant Administrator

DGS 550-6




